
APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OFFICE OFTHE SECRETARY ARCH,VES  AN^ OF STATE HISTOR, 
RECORDS MAURGEMENT DIVISION 

~ ~ . . _ - - . _ ~ - . I _  ~ ~~ -- 
I. Act10.n Requested 

a- d Estabttm Retention Schedule: record will continue to accumulate. 

FOR AGENCY UBE . 
hpplicstion b t e  .~' ~ ~ 

__ 
@plipliation Number -- 

.. 
- b. 0 Dispose of present accumulation: - .  no - further ~ ~. accumulation anticipated. _. - 
c. 0 Amend A e p t i o n  No. - -s-lx. - Check One: 0 Change; 0 Superd-e; 0 Void 

L Dater of Series -"*. Records Seriea Title lfollowed by tide us?d in offke; if different] 

1. Agency Addrera 
.-Department of Education 
Office of Administrative Services 
Publications Unit -.. . ~ .  

103 State Office Building 
__TI_ Atlanta --L ~. Georgia ~ . ~ . ~~ 30334 

- .~ . 

to date Publications and Information General Subject Files 
- - - ---________ 

What is the function of the Division and the Office in which this record rrrfes IS neated? 
I Latest I Lrl isn 

1965 
i. Division y d  Office Function 

The Publications Unit has the responsibilities of keeping the general public and Department 
personnel currently lnformed about all departmental programs affecting education. 

It does so by (1) preparing news releases, (2) producing publications, curriculum guides 
and instructional materials, (3) preparation of public service presentations for radio 
and television, and (4) critique the evaluations completed by the public and Departmefit 
personnel of publications, curriculum guides, and instructional materials. 

-. I . Remrd Series Description 

Oocuments relating to: ~1 

lnduded we: 1. 
2. 
3. 

-__- ~ .I -. ___._I-__ 
This file contains the following documents (include form numbersand tides, if M ~ J :  
Attach samples of the file. 
areas of interest of the Publications and Information Unit. 

General correspondence 
Intra-Departmental torrerpondence 
Research Information pertaining to Educational Programs and 
general information of Georgia. 

.. 
File is arranged: A1 p ha betical 1 y by Subject. 

___I__.___. -.-..- .~ 1 ,. Manthty Reference Rate How often are records referred to which are: 
15 10 One to six months old 20 

twentvfive months and older 3.-.- I 
: Seven to twelve months old ----; Thirteen to twenty-four months old ---; 

. . 

__. - ---_- I- II _-_.I_ -- -- -- . Annual Ram of Accumu tion of Records 
Lettersize drawers 9 -; Legal-:ize drawers - ----: Shelves : Other f m j f y )  - 



.-I--. -~., - .  

la= an ''Z in the proper wlumnl 

.. ." 

1. Rmntlon Aquiramants The following requires the series to be kept: 
. .  

a. State' Law 0 ~ years. d. Audit period 0 years. 
- -b. Statute of limitation ~ ~~ -0 --years. -~ -~ ~ -~ ~ e .  Administrative need -i~ ~ - 4 o - ~ ~ ~ ~ ~ -  ~ ~~ ._ -- 

._ L y e a r r .  f. Federal retention instructions years. 
, - ~  

c Federal law 

Am& copy or excerf oflaws r&ulations. Explain administrativeneed. 

? 

-- __I- 

. .  

2 Approved Dlrpo&n Instructions This agency recommends that the file series be cut off a t  the end of each: 
. 

~ 

~ 0 Carendar Year; 8% Fiscal Year: 0 Other then, 
- . .  . -~ . ~~ ~ 

.- - .  
. .  . . . ~ ~~. . .. ~ . .  . .  

0 
IB 

. 
I ,  Hold in the currant i i ies area -month(s) 2 ~ year(s);then 

Trandar to local holding area; hold ;--Lyear(s); then 
Trandar to State Records Center; hold -L--year(s); then 

. - : ~ ~~ ~ 
. .  

Q Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Othr ISpecify) 

, 

These instructions apply to a l l  prior and future accumulations of the series. 

Date 

State Records bmmittee ISignaiure) 

aph 12 are approved. 
f disapproved, attach letter 
I explanation.) 


